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HOW TO ACCESS THE FORMS

Quick reminders:

• Access is granted by IHCDA based on email address. If you need to get 

someone access to your folder, email csbg@ihcda.in.gov. 

• Save your file with the same name they are given. If the name is changed, we 

won’t be able to upload it into the federal system without changing it back 

ourselves.

mailto:csbg@ihcda.in.gov


HOW TO ACCESS THE FORMS



HOW TO ACCESS THE FORMS

Right-click on the form (above) or click on the three dots (below) to 

bring up the drop-down options



HOW TO ACCESS THE FORMS

Either download or open the document “in app” (which means in Excel). 
• If you download, you will need to upload your saved version into the 

shared file. 

• If you open “in app,” saving should automatically happen.

DO NOT open in browser. DO NOT directly click onto the document’s 

name – that opens in “in browser”



HOW TO ACCESS THE FORMS

Another option is to click 

on the checkmark to the 

left of the document 

name, then click “Open” 

at the top and “Open in 

app” from the dropdown 

menu



Questions?



SIGNS OF A FUNCTIONAL FORM: MODULE 2

XML Export button on the ‘Outstanding Errors and Warnings’ tab



SIGNS OF A FUNCTIONAL FORM: MODULE 2

Checkboxes for A.1 

and A.4 in the 

‘Section A’ tab.

Checkboxes should 

also be present for 

B.1 and C.1, and 

automatically 

updated based on 

what you choose for 

A.1.



SIGNS OF A FUNCTIONAL FORM: MODULE 3

Checkboxes for ‘5. Issue/CSBG Community Domain.’ 

If you uncheck a domain, the corresponding tab below should 

disappear automatically.



SIGNS OF A FUNCTIONAL FORM: MODULE 3

When you click 1, 3, 4, 8, 10, 13, and 16, an 

‘Edit’ button should be useable on the right 

side; when it’s clicked, a popup should 

appear where you can edit text..



SIGNS OF A FUNCTIONAL FORM: MODULE 3

When you click on the blue text for 5 and 11, 

a popup screen should show with 

checkboxes.



SIGNS OF A FUNCTIONAL FORM: MODULE 4

‘XML Export,’ ‘Return to previous tab,’ and ‘Table of’ buttons all appear 

on the ‘Outstanding Errors and Warnings’ tab.



SIGNS OF A FUNCTIONAL FORM: MODULE 4

‘NPI Entry Status’ says ‘OK’ or ‘Warning’ once entire row is completed. 

If you copy and paste, that message may not trigger automatically. You 

should be able to click on one of the cells in the row, and then hit ‘Enter’ 

on your keyboard to make it work.



Questions?



Thank you for participating in this webinar. 

If you have any unanswered questions, 

please contact us at

CSBG@ihcda.in.gov


